1

APPLICATION FOR RECORDS RETENTION SCHEDULE |, SFFICE OF THe Secherany or State,

B RECORDS MANAG EMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM 1 for instructions on completing this form. Forward slgned orlgmal to
Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Geéorgia, 30334,
Attention: Scheduling Section, ! Lot

FOR AGENCY USE 1. Agency Address ' A FOR RECORDS MANAGEMENT USE

Y

Application Date ' Georgia Advisory Council on Vocat10na1 Application Number

Education | | ~1- 4oAq

—~ 18 Executive Park Drive, N.E.

Application Number . . Date Received Date Completed
Atlanta, Georgia 30329 'SfE?P Dy 'g’. . Doetompie
- o S - | SEP 18198t |0CT 26 1981
2. Person to Contact Working Title Telephdne Number
Lyn C. Shade Associ ate 01 rector 894-2385
3. Action Requested O - i T
a. 0 Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
c. 0 Amend Application No. _ 74-745___.._ Check One: Kl Change; [ Supercede; O Void L ]
4. Dates of Series .| 5. Records Series Title (followed by title used in office; if different)
Earliest Latest ‘
1975 | curren Georg1a Advisory Counc11 on Voc. Ed. Members' Biographical Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
7. Record Series Description This file contains the followmngocuments (mclude form numbers and t:tles if any): ]

Attach samples of the fiie.
Documents relating to: collecting and maintaining biographi ca] data on Councﬂ members in
accordance with federal requwements.

Inctuded are:  folders for each Council member containing "Membership and Qualifications
Sheet," on which is recorded membership category (Council must consist of at least
one representative from 20 specific categories, such as business, industry, education,
agriculture, etc.), name and address, present position and title, and statement of
qualifications and other related data. Also included may be photographs of members -
and other documents related to member's appointment to Council.

File is arranged: alphabetically by name of Council member.

8. Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold __ ___ __; Seven to twelve monthsold _________.; Thirteen to twenty-four monthsold ___ ;

twenty-five months and older . .?
9. Annual Rate of Accumulation of Records _

Letter-size drawers Legal-size drawers _—__ ; Shelves ________;Other (specify) .

AR R Te — et




—— -

| YES | NO_| 10. Questionnaire _(Place an "“X"’ in the proper column) -3
. Is this the official copy of the series? ’ L
_}__,w 1 . If not, where _is it? . _ _ I
X b. Does the series contain cd'nﬁdent;al mformatton requiring security handlmg7 If yes, cite law or regulation. !
I A S S . Y. SO
- lx . Is this a vital record? ' ' ' - ) ' _
X } d Does this series have historical or_long ter term research value? : ]
X e. When one or two documents in the ﬁls\f mﬁe it necessary to !lse.ef entire file for a Iong %enod, could thess
~_documents be scheduled separately? onger; travel expense Forms, etc. in folder
X f. Is the information contained in this series ever published? _1f ves, attach copy. news releases, etc
" Is the infofmation contained in this series ever analyzed and/or recorded in a summarized report?
| | X 1 _1fves attachcopy, . _ _ |
) O . Is there a duplication ‘of this series mJOur office, or in another office or agency7
. rvaeL“memy ~copy sent to U.S Department of Education o
1 X | _i. Isthis series for aanLmegnjf it) regularly microfilmed?__.
.1 X 1 _Jj. Doesthe record series result in a computer printout? __ . __ , ) "
11. Retention Requirements r The following requires the series to be kept
a. State Law e years, d. Audit period — e .. Years,
b. Statute of limitation O ¥ Y- | £ 3 ‘e. Administrative need _pgmanently_.years.

c. Federal law years. f. Federal retention instructions - years.

Attach copy or excert of laws or regulations. Explain administrative need. !
needed for administrative reference as long as individual serves as Council member,
also, State Archives has determined that these records have permanent historical value.

12. Approved Disposition Instructions This agency recdmmends that the file series be cut off at the end of each:

\ {0 Calendar Year; [0 Fiscal Year; (X Other See Below . _ ___ then,
0 Hold in the current files area — _month(s) . _ vear(s); then

O Transfer to local holding area; hold ___ . _.___year{s); then

O Transfer to State Records Center; hold ___ ___ . _year(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

X Other (Specify)
When member is no longer active, remove folder from active file and place in inactive
file; cut off inactive file at end of each calendar year; then transfer to State
Archives for permanent retention.

These instructions apply to atl prior and future accumulations of the series,

- Q/?f/

| Agency Head/Desi n:; Lngnajtﬂurfejfyi ‘ i Date - Records Management Officer (Signature) , , Daié;_m“

Date

Recommendations in para- : ,
graph 12 are approved. State Audltor/Desugnee

(If disapproved, attach letter %
of explanation. ) Secretar tate/Designee

F29-8/
7-28-%)

Attorney GeneraIlDeslgnee i

AR-—50-71; Rev. 786




